
CIVILIAN EXECUTION PLAN (PART II)

REALIGNMENT FACT SHEET/VERA REQUEST INSTRUCTIONS

General Information:

a.  These guidelines supersede and consolidate prior civilian reduction reporting
requirements for the Realignment Fact Sheet and VERA Request.

b.  All activities reducing authorized strength OR anticipating a reduction in
force (RIF) during the fiscal year (FY) will complete, and update as needed, a
Realignment Fact Sheet (RFS).  Realignment Fact Sheets are not required from activities
whose strength is not decreasing and who do not anticipate a RIF throughout the Fiscal
Year (FY).  MACOM coordination/reconciliation must be accomplished before posting
the reduction data.

c.  Complete a separate RFS/VERA request for every affected competitive area.

d.  Attach the narratives to the affected documents (i.e., VERA request, RFS, etc)

PART I.  Realignment Fact Sheet and VERA Request General Information
Instructions.

a.  Instructions are provided only for those entries that are not self-explanatory.

b.  Entries 6 & 7, General Information.  Identify the Unit Identification Codes
(UIC) of the activity undergoing the reduction and report the number of employees who
are covered by the UICs but NOT in the competitive area.

c.  Entry 8, General Information.  Specify the status of the plan by inserting one
of the following codes:

(1)  "C" when the reduction is in the contingency or planning stages and
it is unknown whether or not a RIF will be needed.

(2)  "N" when it is known that a RIF will not be needed to reduce to the
target level.

(3)  "R" when it is expected that a RIF/VERA is needed to effect the
reductions.

d.  Entry 9, General Information.  Identify the reason for the reduction by
entering one of the following codes:

(1)  Enter "BRAC" when the reduction is the result of a Base
Realignment and Closure (BRAC) action.  Use this entry for all RIFs (to include
those resulting from TOFs) that are the result of a BRAC action.

(2)  Enter "A-76" when the reduction is the result of the implementation
of a commercial activity/privatization decision.
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(3)  Enter "TOF" when the reduction results from a Transfer of Function
(not caused by a BRAC action).

(4)  Enter "M" when the reduction is the result of a reduction in funding
and/or manpower authorizations not more specifically attributable to one of the
reasons listed above.

(5)  Enter "Other" when the reduction is for reasons not covered by one
of the more specific codes.  Provide a narrative explanation of the reasons for the
reduction or RIF.

e.  Entry 10, General Information.  Actual personnel strength data should
normally correspond to the number of employees in the activity UICs as shown in the SF
113A Strength Report as of the date of the worksheet.  In the event that the actual
permanent strength varies significantly from that reported on the SF-113A (i.e., by a
difference of 5% or more), identify the source or office that is certifying the actual
activity strength and provide a brief explanation or rationale for the variation.
Intermittent employees not shown on the SF 113A need to be reported narratively.

f.  Entry 11, General Information.  Specify whether target strength and
losses/accessions are projected through the end of the FY or through the effective date of
the RIF.  Losses/accessions should be projected through the end of the FY when reducing
to meet year-end strength goals.  This ensures that all normal attrition can be used to
minimize the adverse impact of the reduction.  In the event that a specific reduction target
must be met prior to end of the FY, report target strength and losses/accessions projected
through the effective date of the RIF.  Provide a narrative explanation of the reasons why
RIF effective date data rather than end FY data must be used.
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REALIGNMENT FACT SHEET

AND
VERA REQUEST

General Information:

1.  Reporting Installation:

2.  Activity/Organization Undergoing Reduction (comprises a single competitive area):

3.  Activity/Organization's MACOM:

4.  Activity's installation name (if different than #1 above):

5.  Activity geographical locations:

6.  Activity ROC/UICs:

7.  Number of Employees Assigned to the UICs who are not in the Competitive Area:

8.  Reduction Status Code:

9.  Reduction Reason Code:

10.  Effective Date of Reported Data:

11.  Target Data and Losses/Accessions are Projected Through (check appropriate box):
a.  The End FY:
b.  The RIF Effective Date (provide explanation):

12.  Projected RIF Separations after VERA (provide projection and explanation if other
than RFS entries 2f minus 3c):
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PART II.  Realignment Fact Sheet Instructions:

a.  Instructions are provided only for those entries that are not self-explanatory.

b.  Entry 2c.  Transfers Outside the CA.  CA refers to the competitive area.

c.  Entry 2d - Other Voluntary Losses.  Temporary and term employees whose
appointments expire before the end of the FY (or effective date of the RIF, see para f,
General Information Instructions) and temporary employees who are to be separated prior
to the expiration date of their appointments are also included in this entry.

d.  Entry 2g - Other Involuntary Losses.  Projected separations through adverse
action procedures and discontinued service and disability retirements are also included in
this entry.

PART III.  Narrative Explanation.  Include a narrative explanation if any of the
following conditions exist:

a.  If the number of projected personnel reductions is equal to or less than 5% of the
permanent On-Board Strength prior to the action, explain why normal attrition will not
work to achieve the necessary reductions.  Explain why/how RIF/VERA is needed to
accomplish the reductions.  If temporary employees will remain after the reduction
action, explain why they are essential.

b.  If the Reduction Status Code is "R" indicating that a RIF is needed, provide a
detailed explanation of the reasons for the RIF.

c.  If there are vacant positions after completion of the action (RFS Entry 1g),
explain why they were not/cannot be used to place the surplus employees.

d.  Provide an explanation if RFS entry 3c does not equal entry 3d.

e.  Provide an explanation if there is an entry other than zero in entry 6, VERA
Request.  A positive entry is indicative of an improper use of VERA.

f.  Normally, to preclude under-execution 1e, 2b and 2j will be the same number.
When this is not the case, provide a narrative explanation of the variances.
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REALIGNMENT FACT SHEET

RIF Notification Only______
RIF/VERA Request________

Position Impact
1.  Number of Positions: Permanent Term Temporary Total
a.  Authorized Prior to Action
b.  Minus – Abolished By Action
c.  Minus – Transferred from Activity
d.  Plus – Transferred into Activity
e.  Equals – Authorized After Action

Other Position Information:
f.  Vacant Prior to Action
g.  Projected Vacancies

Personnel Impact
2.  Number of Employees Permanent Term Temporary Total
a.  On-Board Prior to Action
b.  Target Strength

Projected Attrition:
c.  TOF Transfers outside CA
d.  Plus - Other Voluntary Losses
e.  Equals – Normal Attrition W/O
VERA

Projected Involuntary Losses:
f.  Separation-RIF (W/O VERA)
g.  Plus - Other Involuntary Losses
h.  Equals – Total Involuntary Losses
(W/O VERA)

i.  Projected Accessions:
j.  Projected End Strength:  2a minus 2e
minus 2h plus 2I

3.  Other Projected Information
a.  Changes to Lower Grade (W/O
VERA)
b.  VERA Eligibles (after normal
attrition, 2e)
c.  VERA Separations
d.  Employees not separated/demoted
due to VERA

4.  Projected RIF Letter Issue Date:_______5.  Projected RIF Effective Date:__________
6.  Projected TOF Letter Issue Date:______7.  Projected TOF Effective Date:_________
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VERA REQUEST

1.  Justification:  State the reasons for the RIF and why the VERA is needed, including a
detailed explanation of the organization's personnel and budgetary situation resulting in
surplus civilian personnel.  (If this is an amendment, specify the authority that is being
amended, describe the reasons for the amendment and provide information below relating
only to the new requirements).

2.  Scope and Nature of Request:

a.  Area of Application: Specify the organizational unit(s), geographical area(s),
occupational series or level(s), or other nonpersonal factor(s) to which the VERA will
apply.  If occupational series or level(s) are not going to be targeted, indicate that VERA
will be extended to all employees within the specified area.

b.  Timeframes:

(1) Provide the starting and ending dates for the requested authority.

(2) Specify whether a single window or multiple windows will be used.

(a) If a single window is used cite the following in the request:
"Request authority to control the timing of the window and the total number of
VERAs during the window".

(b) If multiple windows will be used cite the following in the
request:  "Request authority to control the timing of the windows, the number of
windows and the total number of VERAs per window."

(c) Identify any non-personal factors (e.g., service computation
date) that will be used to manage the approval of applications.

3.  RIF Effective Date (RFS Entry 5):

4.  Employee Information:

a.  Total Number of Permanent Employees (RFS Entry 2a)
b.  Total Number of Term/Temporary Employees (RFS Entry 2a)
c.  Attrition - Permanent Employee* (RFS Entry 2e)
d.  SES/Equivalent Positions Affected

5.  Permanent Employee Information after Attrition:

a.  Separated By RIF:  (RFS Entry 2f)
b.  Demoted:  (RFS Entry 3a)
c.  Eligible for VERA:  (RFS Entry 3b)
d.  Accept VERA:  (RFS Entry 3c)
e.  Not Separated/Demoted due to VERA (RFS Entry 3d)

6.  Projected number of early retirements that will not avoid RIF separation or
downgrades (i.e., projected number of new employees placed in vacancies created by
VERA):
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7.  Any outstanding early retirement reports from previous authorities granted by the
Department of Defense/Office of Personnel Management:

8.  Name, title, telephone number, fax number, and email address of the organizational
contact for the requested VERA.

*Include the following footnote if projected attrition is though the end of the FY (Entry
11, General Information).  Delete this footnote if projected attrition is through the RIF
effective date.  "Army generally administers reductions on an annual basis.  Permanent
attrition through the end of the FY better reflects Army's need for VERA to minimize
RIF separations in this action."


